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State of Georgia Job Description

	Job Title: Admin Asst To Vice President 
Job Code: 61834 
Last Update: 04/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
	



Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, performs and completes tasks and assignments associated with support functions. Monitors use of and maintains supplies, equipment and/or facilities maintenance needs. Enters data from forms into computer. Coordinates meetings and management activities. Assists with Administrative Services, Student Services, Instructional Services or Economic Development Department operations. May supervise clerical interns and/or work study students. 




Job Responsibilities & Performance Standards:
1.
Performs and completes tasks and assignments associated with support functions for a Vice President of an assigned department. (Performed by all incumbents)
1.
Effectively receives, opens, date stamps and distributes incoming mail when requested.
2.
Properly classifies, sorts, files, retrieves and distributes correspondence, articles, records and other documents as requested.
3.
Answers telephone and greets visitors for the Vice President in a pleasant and efficient manner. Records messages in a clear and legible manner.
4.
Promptly orders new phone lines as requested and reports all phone problems to appropriate authority in a timely manner.
5.
Coordinates calendars, travel itineraries and maintains associated records for Vice President and/or other staff as assigned in an efficient manner.

2.
Monitors use of and maintains supplies, equipment and/or facilities for assigned department. (Performed by all incumbents) 
1.
Monitors office supplies, equipment and/or facility maintenance needs adequately and on a timely basis. Orders supplies or equipment according to established policies and procedures and in a timely manner, to meet needs of assigned department.
2.
Prepares necessary documentation to obtain supplies, equipment and/or faculties maintenance services and forwards to appropriate personnel for signature or authorization.
3.
Compares for verification purposes, documents such as purchase orders, invoices or shipping tickets with goods received and notifies appropriate personnel of any discrepancies.
4.
Monitors vendor compliance with contracts and notifies appropriate personnel of vendor performance.
5.
Maintains office equipment such as copiers, fax machines and postage machines, in an efficient manner. Performs minor repairs or coordinates service of equipment.

3.
Enters data from forms, records, reports and/or other sources into computer for purposes such as maintaining databases. Uses complex software (e.g. database, spreadsheet, and graphics) as a tool for performing clerical assignments. Completes incidental typing assignments, such as typing routine documents, labels and addresses on envelopes. (Performed by all incumbents) 
1.
Enters data according to prescribed format and procedures, properly coding data for entry as required.
2.
Investigates and corrects data that appears inconsistent or erroneous.
3.
Completes data entry accurately and in a timely manner.
4.
Effectively utilizes computer software as a tool to perform clerical assignments, as applicable.
5.
Completes incidental typing assignments in an accurate and timely manner, according to applicable formats, guidelines and procedures.

4.
Coordinates meetings and management activities. (Performed by all incumbents) 
1.
Effectively develops and coordinates managerial and administrative meetings and agendas, negotiating favorable rates for facilities and materials needed.
2.
Records and distributes minutes and other relevant information to appropriate participants in a thorough and timely manner.
3.
Clearly explains discussion topics, develops background information, drafts introductions and steers focus and discussions of conferences as requested.
4.
Assists Vice President in preparing for meetings by accurately researching and summarizing all relevant issues, preparing outlines for speeches and formulating responses as assigned

5.
Performs and completes administrative tasks and assignments associated with personnel support functions, which may include budget, procurement, contracts, inventory control, personnel, safety, security, records, etc. (Performed by all incumbents) 
1.
Develops and maintains effective internal control structures for procurement, contracts and inventory.
2.
Assists in development of annual department budget and maintains accurate budget records and balances.
3.
Readily assists in processing pay adjustments and personnel transactions, such as hires, promotions, transfers and terminations. Reviews action for conformance with established policies, procedures and guidelines.
4.
Properly distributes pay checks in a timely manner.
5.
Prepares and monitors the submission of performance management plans. Obtains and considers all relevant information in evaluations. Maintains confidentiality.

6.
Assists with the operation of the Student Services Department. (Performed by some incumbents) 
1.
Assists with tours and outside recruiting in a pleasant and efficient manner.
2.
Readily assists with the admissions process by answering prospective students' questions in person or by telephone, using independent judgment and knowledge of the organization and its operations. Mails requested information within specified time frames.
3.
Readily participates in Student Services functions, such as registration, orientation, equity events, financial aid, counseling, testing, job placement, etc. Performs data entry on BANNER, such as initial student information, grades and transcripts.
4.
Prepares acceptance letters and maintains registration lists.
5.
Accurately maintains records for high school senior plan students and sends transcripts to the high school.

7.
Assists with the operation of the Instructional Services Department. (Performed by some incumbents) 
1.
Correctly prepares bank deposits and remits deposits to the bank or the appropriate personnel in a timely manner.
2.
Processes and remits payment for practical nursing and medical assisting students' accident and liability insurance on a scheduled basis. Properly maintains files.
3.
Maintains accurate records of staff development for instructors and administrative personnel.
4.
Updates Program Standards and Program Guides as needed.
5.
Correctly prepares contracts for adjunct faculty and other part-time personnel.

8.
Assists with the operation of the Economic Development Department. (Performed by some incumbents) 
1.
Assists in the preparation of clear and concise speech materials, correspondence, news releases and statistical data.
2.
May assist with the administration of the Community Training Center (CTC) scheduling for certification and training; types, copies, disseminates and mails certification cards.
3.
May assist with the administration of various tests, including coordinating the scheduling of road tests, entering hours into the computer, maintaining test files, recording scores, sending copies of scores to appropriate personnel and preparing test results for posting.
4.
Provides clear, concise responses to specialized inquiries, especially those of a sensitive and/or controversial nature.
5.
Demonstrates a thorough knowledge of legislative and legal issues in researching and responding to inquiries.

9.
Assists in the preparation of graduation activities. (Performed by some incumbents) 
1.
Orders correct number of diplomas as specified.
2.
Accurately prepares the graduation program.
3.
Prepares other documents and pamphlets such as program flyers, mini-catalogs, tests schedules, information sheets, etc.

10.
Directs and supervises clerical interns and/or work study students assigned to the department. (Performed by some incumbents) 
1.
Defines goals and/or required results.
2.
Communicates regularly on progress. Initiates corrective action when goals and/or results are not met.
3.
Motivates interns and/or work study students to improve quantity and quality of work performed.
4.
Compiles and maintains employees' time records. Accurately computes total time used by employees, posts to master time sheet and notifies appropriate personnel.

11.
Attends seminars, conferences, job-related training and/or other staff development training programs. Reads pertinent work-related information and materials as assigned. May serve on committees and task forces. (Performed by all incumbents.) 
1.
Attends department, agency or other staff development and training activities to maintain the knowledge and skills necessary to perform the job effectively and efficiently.
2.
Reads assigned information and materials to stay current and maintains knowledge necessary to perform the job effectively and efficiently.
3.
Readily serves on various committees and task forces as assigned, carrying out the responsibilities associated with such assignments.

12.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents) 
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisors and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods, uses work time appropriately.



Minimum Qualifications:
High School diploma or GED *and* a minimum of two years of experience in performing advanced level administrative support. Knowledge and experience in the use of the Internet, E-mail, Microsoft Word, Excel and Access. 

Preferred Qualifications:
In addition to the minimum qualifications, experience in personnel, accounting and/or purchasing *or* Experience in BANNER student information system 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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